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959 E. Confederate Ave. 

ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT A C C U M U L A T I O N ;  
LQ R E C O R D  W I L L  C O N T I N U E  TO A C C U M U L A T E .  N O  FURTHER A C C U M U L A T I O N  ANTICIPATE[ - 

Sold Cars F i l e  
I- ~- 

* What i s  t h e  function of  the o f f i c e  i n  which t h i s  r eco rd  series is  c rea t ed?  

The Personnel  Sec t ion  s h a l l  be r e spons ib l e  f o r  t h e  recru i tment  and t h e  disengagement of 
personnel  and t h e  p repa ra t ion  and maintenance of personnel  records .  
Sec t ion  shal l  be r e spons ib l e  f o r  departmental  account ing and t h e  p repa ra t ion  of budgets 
and f i n a n c i a l  r e p o r t s .  The L o g i s t i c s  Sec t ion  s h a l l  procure s u p p l i e s  and supe rv i se  t h e  
i ssuance  of and maintenance t o  s u p p l i e s  and equipment necessary f o r  t h e  success  of t h e  
Department's mission.  
suppor t ,  inc luding  procedures w r i t i n g ,  forms des ign  and c o n t r o l ,  r eco rds  management, and 
reproduct ion  s e r v i c e s .  

The F i s c a l  Se rv ices  

The Management Se rv ices  Sec t ion  s h a l l  provide planning and a n a l y t i c a l  

- -  
1 a This f i l e  con ta ins  the fol lowing documents ( inc lude  form numbers and t i t l e s ,  if any, 

and f i l e  arrangement ) . 
F i l e  relates t o  eva lua t ion  of v e h i c l e s  and sales of s u r p l u s  proper ty .  
F i l e  c o n s i s t s  of Inspec t ion  Reports  (Form 22 and 31 combined) 

Gasol ine and o i l  usage r e p o r t s  (DPS-18 Dai ly  Report of Motors) 
Vehicle  Di spos i t i on  Report (DPS-128-1 Vehicle  and Inventory Control  Record) 

F i l e  arranged by v e h i c l e  number. 
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[ X I  [ 1 

4 Gcl [ 1 
,i 13. Is t h i s  t h e  Record Copy o f t h e  series? 

1 
14. Is there  a duplication of t h i s  'series i n  another o f f i c e  o r  agency? 

' Treasury Of$iee 
15. Is the  information contained i n  t h i s  s e r i e s  ever s u p a r i z e d  or published? [ X I  [ 1 

Attach copy of summary O r  publication. State Audit 'and EDP Printout 
16. Does the  se r i e s  contain c l a s s i f i e d  informatiod requiring securi ty  handling? [ 1 Lrl 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency pol ic ies  and procedures? I k l  

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? k l  [ 1 
19. Is the  s e r i e s  ( o r  major portion of i t) regularly microfilmed? If yes,  why? [ 1 k l  

20. Does the  record s e r i e s  lprovide 1 [ X I  [ 1 
[ X I  [ 1 

Copy i n  Treasury Office 

data as input t o  an EDP f i le?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr intout?  

22. Has t h e  Federal Government issued ins t ruc t ions  governing t h e  retention/dispo- [ 1 [ X I  
Attached 

s i t i o n  of these f i l e s ?  

23. W i l l  t he re  be a need f o r  these records 10, 15 years from now? If yes ,  what? [ 1 $ 1  --- ___-- - - -I_- 

24. REQUIREMNTS. The following requires the f i l e s  t o  be kept 2 years : 

a. [ ]STATE 
LAW 

b. [ ]STATUTE OF c.  [d AUDIT d .  [ ]FEDERAL e .  [qADMINISTRATIVE f .  [ ]HISTORICAL 
LIMITATION PERIOD LAW DECISION VALUE 

(Cite Law, Statute ,  or other reason f o r  the retention requirement) 

I_--_ ---- I_ .- - 
f , C o ~ N D A T I O N S .  This agency recommends t h a t  the f i l e  s e r i e s  be cut o f f  at the end 

of each - [ ]CALENDAR YEAR - [dFISCAL YEAR - [ ]OTHER ,then : 

[ ] Hold i n  the  current f i l es  area ' ' month(s)/ yea r ( s ) :  
[ 1 Transfer t o  [ 1 S ta t e  Records Center [ ] Local Holding Area; hold y e a d s ) :  
[ 3 Destroy. 
[ ] Transfer t o  S ta te  Archives f o r  permanent re tent ion.  
[ 1 Destroy immediately after cut-off. 
[XI Other: (specify)  See attached shee t  

(Indicate br i e f l y  rationale for recomendations above/or write a d d i t i o n a l  remarks) 
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Hold i n  current f i l e s  area 1 yea; or u n t i l  s t a t e  audit i s  
completed, whichever i s  la ter ;  transfer to  records center; 
hold 1 year; then destroy. 

- Concur ( ) Nonconcur 

Garage fyj 
Hold incurrent f i l e s  area 1 year or u n t i l  s t a t e  audit is  
completed, whichever is  la ter ;  then destrov. 

J& Concur ( ) Nonconcur 


